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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Vacant
	SUPERVISOR'S CLASS: Senior Engineer, Water Resources
	personnel analyst: MAlcantar
	personnel date: 02/28/2013
	PERCENT OF TIME: 























	activity: POSITION SUMMARY

Under direction of the Chief of the Response and Security Section, this position is responsible for providing a high level of program support for conducting flood emergency response training and exercises and direct support for specialized emergency response field teams.  These emergency response activities require this lead role position to conduct training coordination, prepare Flood ER contracts, coordinate purchases as well as preparing budget documentation, tracking funds and budgets, and managing other related fiscal information.  Assignments are broadly outlined and may have short time lines.  This position may also provide the necessary support to the Branch, office, and the Division.  This position may also assist in serving in one of the sections as established in the Standard Emergency Management System (SEMS) to assist the Department in performing its emergency response functions.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise sound judgement; possess excellent oral and written communication and presentation skills; and work in a courteous and professional manner with the public, media and other agencies.  The incumbent is assigned a wide range of planning and hydrologic technical support tasks to implement regional emergency preparedness and response including:  development and implementation of Department plans and procedures; inter-agency coordination and technical assistance; technical investigations; information dissemination and report writing; and flood event documentation in support of the State-Federal Flood Operation Center for regional emergencies.   The specific essential duties are:


	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 1422-5393-002
	sap personnel no: 
	sap position number: 50049349
	division: DFM/HAFOO/FOB/Response and Security Section
	mcr: 1
	percent2: 40%









20%









20%






15%







5%






	activity2: Develop, implement, and coordinate flood emergency response training including SEMS/NIMS training, position specific ICT, geotechnical, environmental and flood fight training.  Assist the Section Chief in the design and execution of flood exercises to test and assess Department flood emergency preparedness and readiness.  Conduct emergency response activities and actions as necessary and requested.  This may require driving a vehicle on public roadways to get to various sites.  Serve in a dedicated program function in one of the five sections in the SEMS/NIMS structure during high water, flood or other emergency.  Investigate, research and implement programs and systems to secure requisitions and special requests for materials and services for the Flood Operations Center, Incident Command Teams, Geotechnical Teams and Flood Fight Specialist.

Develop and implement tools to track and monitor the effectiveness of the Emergency Preparedness and Response Program on a regular basis and make recommendations to the Section Chief to monitor and refine the program based on its effectiveness both for internal and external stakeholders.  Conduct research in coordination with Branch staff, State, federal, and local agencies to develop improved emergency preparedness, response, and recovery plans and procedures.  Research will address State, federal and local plans and policies, rules and regulations, permits and laws that are related to emergency preparedness and response.  Provide research assistance or background information to support staff in review, assess and report potential concerns with the implementation of specific State, federal and local emergency plans.  

Analyze, assess, and oversee all Flood ER equipment needs in support of both Flood Operations Center and emergency response field staff and teams to ensure all required equipment is purchased, maintained in deployment ready state, and replaced as required.  Oversee all Flood ER equipment purchases in coordination with other Branch Sections and other Branches.  Develop equipment service or shelf life performance standards and ensure that equipment data is maintained and current in the Flood Operations Resource Management System.

Assist the Flood Operations Section Chief and the Response and Security Section Chief with the development and management of Flood ER contracts.  Develop, implement and coordinate with Contracts' Offices (DWR's and contractor's) for contracts and agreements in support of emergency response programs.  Develop, implement, and monitor invoice tracking and payment system associated with various routine and complex agreements and contracts.  Develop technical reports for Office, Branch and Section Chiefs regarding the tracking of the Flood ER contract deliverables and invoices submitted by contractors.  

Budget tracking: Develop and provide guidance, assistance and training to staff with the funds managements, budget tracking, and government billing.  Develop and implement systems to assistance the Office, Branch, and Section Chiefs to track, monitor, and analyze program expenditures, commitments, and balances associated with assigned cost centers and fund centers, including all cost objects within the SAP environment and associated spreadsheets.  Prepare expenditure reports and documentation for audit purposes.  Research, develop, and improve procedures and reports based on extracted SAP data and spreadsheets for budget analysis. 
	percent 3: 
	activity3: SPECIAL REQUIREMENTS

The incumbent must be knowledgeable of the measurement and technical analysis of California's hydrology, flood management, and emergency management systems; be able to collect flood data and assist with the analysis of said data; prepare technical engineering reports; be able to critically evaluate problems, propose alternatives, and design and implement solutions; and to analyze situations accurately and take effective action.  The incumbent must be proficient with Windows-based computer applications.

Possession of a valid California Driver's license as travel within California may be required.  

The incumbent must also be able to work extended hours, callbacks, alternate shifts, and weekends when necessary, and share on-call duties with other staff.  During activation of the State-Federal Flood Operations Center under the Standardized Emergency Management System, the incumbent is assigned to the Flood Operations Center's Planning and Intelligence Section, working up to 13-hour shifts to support extended or 24-hour operations.  This is a unique section that coordinates a large pool of DWR employees from other offices to staff two flood centers and interdepartmental incident command teams during emergencies.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


	supervisor name: Vacant
	employee name: Vacant


